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SUMMARY 

 
Dedicated and Goal-oriented HR Admin Assistant with over 8 years of experience 

managing multiple human resource functions to deliver compliance, personnel 

communication and workforce programs. Flexible and focused team player with 

expertise in recruitment and retention, mediation, confidential records 

management, staff training and development, inventory control and complex 

problem resolution. Results- driven Public Relations Officer with 4 years of 

professional experience, using exceptional networking and marketing skills. 

Offering extensive support in all the Company and employee related matters. 

  
EXPERIENCE 

 
HR ADMIN ASSISTANT AND PRO, 09/2016 - Current  

Diamond Elevators and Escalators Contracting L.L.C 

Dubai, United Arab Emirates 

  
 Actively involved in recruitment by preparing job descriptions, posting ads, and 

managing the hiring process. 
 Actively worked in performance appraisal and management. 
 Maintain and monitor employee records (attendance, health insurance data, 

etc.). According to policy and legal requirements. 
 Complete the visa processes and other documentation of the new and 

renewal employees. 
 Trade licence renewals, visa solutions, and document clearance services, 

carrying out all activities for the collection of official documents and submission 

of government applications, as well as processing a variety of legal documents 

in a timely manner. 
 Obtain NOC for trade licence renewals. 
 Recruit, select, train, assign, and schedule employees for the jobs. 
 Responsible for all department managers and supervisors, with review and 

approval responsibility for all operations employees. 
 Manage relationships with key operations vendors. 
 Review and approve all operational invoices, and ensure they are submitted 

for payment. 
 Maintain rapport with customers, managers, and employees by arranging 

continuing contacts. 
 Assisting with new employee hiring processes. 
 Assisting with the performance review and termination processes. 
 Assisting with the recruitment and interview processes. 
 Obtain prices from various suppliers, and send the best quote to the customers. 

 

 

 

 

 

 

 



  
SKILLS 

 
 Open-minded, hard worker, with 

strong problem-solving skills 
 Ability to work under pressure 
 Open to different ideas, working 

practices, and cultures 
 Good communication skills at all 

levels 
 Able to work in both team-oriented 

and self-directed environments 
 Active listener  

 Records management 
 Flexibility in task handling 
 Email handling efficiency 
 Filing systems knowledge 
 Inventory control systems 
 Microsoft Office proficiency  

.. 

  
EDUCATION 

 

  
Maria Engineering College of Technology, Tamilnadu, 01/2015  

Diploma: Electrical and Electronic Engineering  

   
Mar Philexenos Vocational Higher Secondary School, Pathanamthitta, 01/2013  

Secondary Maintenance Repairs Domestic Appliance  

   
Netaji Higher Secondary School, Pathanamthitta, 01/2011  

Certificate of Higher Education Science  

  
LANGUAGES 

 
English:  C1 

 
Advanced 

 Hindi:  B1 
 

Intermediate 

Malayalam:  C2 
 

Proficient 

 Tamil:  B1 
 

Intermediate 
 

  
PERSONAL PROFILE 

 
DOB   :05-01-1995 

Qualification  : Diploma Electrical and Electronics Engineering 

Sex   : Male 

Marital status : Single 

Nationality  :Indian 

 


